
1971 I D a t e  1 Personal Property Manager's Subject File 
6. Division and Office Function What is the function of the Division and the Office in which this record series IS created? 

Fileisarranged: By Fiscal year and thereunder -by subject. 

8. Monthly Reference Rate 

One to six months old 
twentv-five months and older ? . ,  

How often are records referred to which are: 

; &?n to twelne monthsold 1 0  ; Thirteen to twenty-four months old 2 0 

~ A R a n r n u l a t i o n  d Records 
Letter-rize drawers -: I .. Lsgalzjre . drawws .~ . ~ ';Shelves ; other fspecifvl- 

\ : 
1 . .  

~ - 

The Office of Property and Space Management is responsible for procuring 
commercial rental space f o r  the State; performing space design and layouts; 
and supervising the surplus property program and personal property inven- 
tory program. 

7. Record Saries Description 

Documenurelati~ to: 

Th is  f i k  contains the following documents (include form numb= and titles, if any): 
Attach samples of the file. 

administering the State's personal property. 
.~ 

lndudedare: Policy and procedure manuals, memoranda to and from Space and Pro- 
perty Division, DOAS, personnel folders on personal property section 
employees, reports, budgets, copies of reference materials used for discus- 
sions at  meetings, and corresponence. ~~ 

. 

L O U 3  ar 



? . .  . .  I X I i. 1s this - o f  it) r- 
1 x 1  ? 

11. RI tan ion  Rqubementr The following requires the series to be kept: 

- a. st;u Law years. ~ - - ~ ~ d .  Audit period years. 
6. sUt& of limitation Tears. e. Administrative need 5 years. 
c. Fsdarai law wars. f. Federal retention instructions years. 

Attach cow or ex& of laws or regulations. Explain adminimarive need. 

Three years' files needed on hand to prepare budgets, workload projec.tions 
and program planning., ~~ 

. .  , 

. .  
~~. . .~ 

~~ - ~~ ~ ~ 

~~ 

~~ 

. .  ~~ 

I 2  Appmved Ohposition Instructions Th is  agency recommends that the file series be cut off at the end of each: ._ - --- 
0 Calendar Year; [B Fiscal Year; 0 Other 

monthbl 3 warlsl; then 

then, 

0 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Csnter: hold -year(s); then 
13( DcNoy. 
0 Transfer to State Archives for permanent retention. 
0 Other I.%ecW 

year(s1; then 

Thesa inmumions apply to a l l  wior and future accumulations of the series. 

I 

% 
'aph 12 are approved. 
f disapproved. attad, letter 

State Audi torhsignee 1-5 - \ 0 -7 ,L 


